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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL o —— M
“OMMAND INSPECTION PROGRAM Central Division | Central Division | 401
n«3PECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements Sergeant Scott Goddard 86tl1 1/2009
Cal-Card P Assisted by: ate:

Frar e 3537\6 Sandy Padilla 06/11/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancigs with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next leyel of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

X Division Level "] Command Level
o ) [T p
c:57. éc_/ (-"\_.
/[
Date:

[C] Executive Office Level [] Voluntary Self-Inspection

[ ]Yes X No

Follow-up Required: [T Follow-up Inspection Comjﬁ“d‘;?@“?ﬁ“ 06/11/2009
%f?/,;(... e
(

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- Remarks:
Card program completing the CHP 78S, Conflict of XvYes | [ONo |[INA '
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications Remarks:
maintained within the Cal Card command file for X Yes | [INo |[INA '

each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor K Yes | [ONo |[JN/A | Remarks
utilized?

4. Are California Integrated Waste Management Board Remarks:
Form 74 documents maintained for each vendor Yes | [ONo | LINA '
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, Remarks:
is the certification letter from the Department of Yes | [JNo |[INA '
General Services maintained in the file?

"~ 6. When fair and reasonable is utilized, is the fair and 1 Remarks:
reasonable method documented and properly XKvyes | [INo |[INA '
justified?

7. Are purchases split into multiple transactions in order Remarks:
to circumvent transaction purchase limits? [(JYes | XINo | [LINA '

"~ 8. Does the CHP 317 Cal Card Log fully describe the .
purchase? X Yes | [ONo |[LINA '

9. Are bank statements reconciled with the CHP 317 ,

Remarks:

Cal Card Log and the receipts/invoices? K Yes | [ONo |[INA

CHP 680D (Rev 09-08) OP1 010



Page 20f2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
~IMMAND INSPECTION PROGRAM
. .SPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly autharized .
and maintained? XIYes | [INo |[JN/A | Remarks
11. Are credit invoices/receipts for returned items Remarks:
maintained with the bank statement? Xyes | [INo |[CINA '
12. Do non-itemized purchase receipts/invoices Remarks:
document the purchase by listing the commaodity, Yes | [INo | [JN/A '
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? Remarks:
Yes | [INo | [JN/A :
14. Are Cal Card purchases pre-approved by the .
commander? Yes | [INo |[[JN/A | Remarks:
15. Have all cardholders received training on the Remarks:
Department's procurement processes? X Yes | [ONo |[INA '
16. Are item(s) purchased with the Cal Card prohibited Ks:
by departmental policy? [JYes | INo |[JN/A | Remarks

CHP 680D (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . 3 o T
COMMAND INSPECTION PROGRAM | gmerd. [ Diisen 20
INSPECTION CHECKLIST Evaluated by: Date.
Chapter 3, Command Procurements L. Logan, Sgt. 11/24/2008
Cal-Card Program Assisted by: Date:
U' Roberts, Lt. 11/24/2008

INSTRUCTIONS: Answer individual items with "Yes”
applicable legal statues, or deficiencies noted in the in
discrepancies andlor deficiencies shall be documente
Furthermore, Ihe Exceplions Document shall include

Inspeclion, the "Follow-up Inspection” box shall be marked and only deficienl items need {o

any follow-up and/or corrective action(s)

or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
spections shall be commented on via the "Remarks” section. Additionally, such
d on an Exceptions Document and addressed to the next level of command.
taken. If this form is used as a Follow-up
be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
(] Division Level X Command Level = )_u

- — (C;ﬁf\_..-—-—-
[J Executive Office Level [ Voluntary Self-Inspection e .

/'_"'l_ / f”'—)

FO”OW'Up Required: ] Follow-up Inspection Copmander's lgnalﬁ% / Date:

[]Yes <] No / /) [2-/-0&
For applicable policy, refer to: HPM 11.2, Chapter 3 (-"/
1. Are allemployees associated with the use of the Cal- _
Card program completing the CHP 78S. Conflict of XK Yes | [JNo .| [] N/ | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications ,
maintained within the Cal Card command file for Yes | [JNo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained G
in the Cal Card command file for each vendor Xl Yes | [JNo |[JN/a | Remarks:
utilized?

4. Are California Integrated Waste Management Board _ - info verified b
Form 74 documents maintained for each vendor (] Yes No | [JN/A gig‘ra;f:énvsv?;‘;ii;gm;’) Vpi'r'f'cef\’m\%a
utilized? form 74

5. Ifthe vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of X Yes | [JNo |[]N/A | Remarks:

General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and Remarks: Not utiized. Low bid or
: : o]
er?:tisf?enda’?ble method documented and properly JYes | [JNo NIA | com dssma” Business il

7. Are purchases split into multiple transactions in order ‘
to circumvent transaction purchase limits? CJYes | BINo | [JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the .
purchase? ' X Yes | [INo | CIN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _

Cal Card Log and the receipts/invoices? Yes | [JNo |[JN/A | Remarks:

? 680D (Rev. 09-08) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? DA Yes | [INo | [JN/A | Remarks:

11. Are credit invoices/receipts for returned items ,
maintained with the bank statement? X Yes | [JNo | [JN/A | Remarks:

12. Do non-itemized purchase receipts/invoices N itemized int
document the purchase by listing the commodity, (JYes | ONo | XIN/A E‘zg’tzg‘s' RS IEES RIS
quantity, and unit price of the item(s) purchased on '
the bank statement.

13. Are Cal Cards maintained in a secure area? )

@ YeS D NO D N/A Remarks:

14. Are Cal Card purchases pre-approved by the .
commander? Xl Yes | [ONo | [JN/A | Remarks:

15. Have all cardholders received training on the -

Department's procurement processes? Xl Yes | [JNo | [JN/A | Remarks:

16. Are item(s) purchased with the Cal Card prohibited e

by departmental policy? [(JYes | XINo | [JN/A | Remarks:

1P 680D (Rev. 09-08) OPI1 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Gra e\)ine = Centr.al 3
COMMAND INSPECTION PROGRAM e bats
EXCEPTIONS DOCUMENT S. A. Netzer 0671572009
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next leve! of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [C] Corrective Action Plan Included

[ Division Level [X] Command Level | NSpection:
2 Hours [] Attachments Included

[] Executive Office Level

Forward to: Central
Division

Follow-up Required:

[ Yes X No

Due Date: 12/31/2008

“Chapter Inspection::- - e Fnini s sialiil 5

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings:

No correction action

[Commander’s Response: [X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Fnspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

N/A

CHP 680A (Rev. 02-08) OPI 010




STATE OF CALIFORNIA o Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Gra e\)inel F Central 3
COMMAND INSPECTION PROGRAM | 2rapevine .. ©. o
EXCEPTIONS DOCUMENT S. A. Netzer 0611512009

Page 2 of 2

“Required Action -7

Corrective Action Plan/Timeline

N/A

[_] Employee would like to discuss this report with COMMANDER'S SIGNATUR DATE
the reviewer. % % -/
(See HPM 9.1, Chapter 8 for appeal procedures.) ; e oe/S 9
INSPECTOR'S SIGNATU /] DATE
=1 % &/5/
] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee —
[] Concur ] Do not concur oG /s /05

CHP 680A (Rev. 02-09) OP1 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . e e

COMMAND INSPECTION PROGRAM | &rneiic i £ | Conval

INSPECTION CHECKLIST Evaluated by: Date:

Chapter 3, Command Procurements Lt. S. A. Netzer 11/02/2008
Assisted by: Date:

Cal-Card Program
N/A

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead lns;:eclor’s S%
[] Division Level X] Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required: [J Follow-up Inspection CO%W e Da‘/ /
[ Yes Xl No = Y08

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- Remarks:
Card program completing the CHP 78S, Conflict of K Yes | [ONo | [JN/A | Remars:

Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications Remarks:
maintained within the Cal Card command file for K Yes | [ONo | [JN/A | Remarks.
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained A
in the Cal Card command file for each vendor X Yes | [ONo | [JN/A | Remarks:

utilized?

4. Are California Integrated Waste Management Board Remal
Form 74 documents maintained for each vendor KIYes | [ONo | [JN/A | Femars:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, R s
is the certification letter from the Department of X Yes | [ONo | [JN/A | Remars
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and comarke.
reasonable method documented and properly X Yes | [ONo | [JN/A | "emars:
justified?

7. Are purchases split into muttiple transactions in order Remarks
to circumvent transaction purchase limits? [JYes | XNo | [JN/A | Remams:

8. Does the CHP 317 Cal Card Log fully describe the —
purchase? X Yes | ONo |[JN/A | Remars

9. Afe bank statements reconciled with the CHP 317 : N
Cal Card Log and the receipts/invoices? X Yes | [ONo | [JN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

20f2

-

10. Is the CHP 317 Cal Card Log properly authorized

and maintained?

X Yes

O No

LI N/A

Remarks:

11.

Are credit invoices/receipts for returned items
maintained with the bank statement?

X Yes

J No

LIN/A

Remarks:

12.

Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes

O No

LI N/A

Remarks:

13.

Are Cal Cards maintained in a secure area?

X Yes

] No

[ N/A

Remarks:

14.

Are Cal Card purchases pre-approved by the
commander?

X Yes

JNo

LIN/A

Remarks:

16.

Have all cardholders received training on the
Department's procurement processes?

K Yes

I No

LI N/A

Remarks:

16.

Are item(s) purchased with the Cal Card prohibited
by departmental policy?

X Yes

O No

L N/A

Remarks:

CHP 680D (Rev. 09-08) OPi 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

R Number:
COMMAND INSPECTION PROGRAM | g entral Diiston e
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements Jeanie Keaster 12/19/08
Cal-Card Program Assisted by: Date:

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level Command Level
] Executive Office Level [ Voluntary Self-Inspection
Follow-up Required: ] Follow-up Inspection e
[OYes  [XINo 12 [ 19/08

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- s
Card program completing the CHP 78S, Conflict of X Yes | [INo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications S
maintained within the Cal Card command file for BdYes | [(ONo | [N/A | Remams
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained -
in the Cal Card command file for each vendor B4 Yes | [ONo | [JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor X Yes | [JNo | [JN/A | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, "
is the certification letter from the Department of XYes | [JNo |[IN/A |Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and e
reasonable method documented and properly X Yes | [ONo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order ‘s
to circumvent transaction purchase limits? CdYes | XINo | [JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the ‘s
purchase? Yes | [INo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 s
Cal Card Log and the receipts/invoices? Yes | (INo |[JN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized -
and maintained? Yes | [JNo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items —_—
maintained with the bank statement? Yes | [INo | []N/A | Remarks:
12. Do non-itemized purchase receipts/invoices -
document the purchase by listing the commodity, X Yes | [ONo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
& YeS D NO D N/A Remarks:;
14. Are Cal Card purchases pre-approved by the s:
commander? Yes | [ONo | [JN/A | Remarks:
15. Have all cardholders received training on the Remarks:
Department's procurement processes? X Yes | [ONo | [JN/A | Remars:
16. Are item(s) purchased with the Cal Card prohibited SernaFe:
by departmental policy? ClYes | BINo | [ N/A | Remarks.

CHP 680D (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

Command: Division: Number:

BUTTONWILLOW | CENTRAL

(426)

Evaluated by: Date:

MARIA PAGANO, OFFICER 11-19-08

Assisted by: Date:
11-19-08

LORIE BERGER

INSTRUCTIONS: Answer individual ifems with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, stich
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Eurthermore. the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[ TYPE OF INSPECTION Lead Inspector's Signature:

[] Division level X Command Level M ﬁ\/

[7] Executive Office Level [] Voluntary Self-Inspection d/ Wi ’1/\’
Follow-up Required: (] Follow-up Inspection Commander‘% Date:
[]Yes X No e/ , 77 /126 0¥

4

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of X Yes | [JNo |[[JNA | Remarks:
Inierest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications '
maintained within the Cal Card command file for Yes | [INo | [JNA | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _ T
in the Cal Card command file for each vendor X Yes | [ONo | [JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board .

Form 74 documents maintained for each vendor [JYes | [No N/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, |
is the certification letter from the Department of Yes | [ No | [JNiA | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly Yes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | M No |[JNA | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the '
purchase? Yes | [INo | [JN/a | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? Yes | [ONo |[JnNa | Remarks:

CHP 680D (Rev. 09-08) OP! 010



by departmental policy?

Page 20f 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
[ 10. Is the CHP 317 Cal Card Log properly authorized : _
and maintained? B Yes | [JNo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items ; .
maintained with the bank statement? X Yes | ‘[ JNo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, Yes | [JNo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? ,
Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? X Yes | [JNo |[JN/A | Remarks:
15. Have all cardholders received training on the '
Department's procurement processes? Yes | [JNo |[N/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited ‘
[JYes | XNo |[dN/a | Remarks:

CHP 680D (Rev 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . ; T e
COMMAND INSPECTION PROGRAM | 27870 | ol @0
INSPECTION CHECKLIST Evaluated by: Date:

Chapter 3, Command Procurements C. Whitty, 12228 11/12/2008
Cal-Card Program Assisted by: Date: =

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:;

[] Division Level < Command Level
[_] Executive Office Level ] Voluntary Self-Inspection (:}i/ 5( 'ié C é%fﬂ
Follow-up Required: ] Follow-up Inspection Date:

[]Yes X No

For applicable policy, refer to: HPM 11.2, Chapter 3

e D s

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

K vYes | [ONo | [JNA

Remarks:

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

KvYes | [ONo |ONA

Remarks:

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

XvYes | [ONo | [IN/A

Remarks:

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

XvYes | ONo |[INA

Remarks:

If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

MvYes | [INo | [INA

Remarks:

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
Justified?

OYes | [ONo | X NA

Remarks:

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

[lYes | XINo | [JNA

Remarks:

Does the CHP 317 Cal Card Log fully describe the
purchase?

X Yes | [ONo |[JN/A

Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

X Yes | [JNo | [JNA

Remarks:

CHP 680D (Rev 09-08) OPI010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized
and maintained? Yes | [ONo | [JN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X Yes | [ONo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, X Yes | [INo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? ‘
Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? X Yes | [ONo | [IN/A | Remarks:
16. Have all cardholders received training on the .
Department's procurement processes? X Yes | [JNo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited '
D Yes E No D N/A Remarks:

by departmental policy?

CHP 680D (Rev 09-08) OP} 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page Tof2
Command: Division: Number:
Hanford Area | Central Division
Evaluated by: Date:
Doug Puder, ID 10045 11/03/2008
Assisted by; Date:
Cynthia Gonzales, ID A05589 11/03/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal stalues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

(] Executive Office Level

TYPE OF INSPECTION

[] Division Level

Command Level

(] Voluntary Self-Inspection

Lead Inspector's Signature:

M@J’m =

-

Yes

Follow-up Required: LI Follow-up Inspection | Commander's Signatu™y Sl
) 2§ | 11/03/2008
k/ M{_Q/LJ\’ L._)’ ’,
e

[ 1No

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- Remarks: Originals in o il
Card program completing the CHP 78S, Conflict of Yes [ [JNo | [JN/A | Remarks: Orginalsin command file.
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications ks S but not all
maintained within the Cal Card command file for [(JYes | X No | []N/A | Remarks: Some, butnot all
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained s but not all
in the Cal Card command file for each vendor [Yes | W No | []JN/a | Remarks: Some, butnota
utilized?

4. Are California Integrated Waste Management Board _ gemafki},og}’f.beigg Colmp'gttf]d by |
Form 74 documents maintained for each vendor Clves | XINo | [JN/A | Drumigits Dfice Supply. omer
utilized? forms to our office

5. If the vendor is a small business or DVBE is utilized, R s S but not all
is the certification letter from the Department of [Yes | K No | [JN/a | Remarks: Some, butnotall
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and " st
reasonable method documented and properly Clves | A No | [JN/A | Remars:

justified?
}—_‘ 7. Are purchases split into multiple transactions in order |OXLY 1 Re”;airri‘;wag'tya°p”pz;’:‘gct2abs:aspm
. A ol INVOLVI
to circumvent transaction purchase limits? Myes | [ONo | LIN/A | 00 e enrod on 1110007,
This involved a propane purchase

8. Does the CHP 317 Cal Card Log fully describe the o
purchase? K Yes | [ONo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 kst
Cal Card Log and the receipts/invoices? HKvYes | [ONo |[[JN/A | Remarks:
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
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10. Is the CHP 317 Cal Card Log properly authorized

and maintained? M Yes | CINo | [N/ | Remarks:
11. Are credit invoices/receipts for returned items Remarks:
maintained with the bank statement? (Jves | [ONo [IXIN/A '
12. Do non-itemized purchase receipts/invoices B
document the purchase by listing the commaodity, IE Yes | [INo |[JN/A ’
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? JXAYes CINo | [] N/A | Remarks: Ina locked desk drawer.
14. Are Cal Card purchases pre-approved by the Thi . tis listed |
commander? MYGS D No D N/A :T]in:ar;kas.so,;s requirement is listed in
15. Have all cardholders received training on the sm‘:r’gssng’:s“’fgﬂggggcm :]'m
Department's procurement processes? []Yes IXNO LI N/A teceive procurement training. Central
Division did not have room to train
every employee who needed the
training.
16. Are item(s) purchased with the Cal Card prohibited )
by departmental policy? [dvYes | X[No |[1N/A | Remarks:

CHP 680D (Rev. 03-08) OP1010



TE OF CALIFORNI Command: Division: o Chapter:
SEQARTMECST OFCAL/?FORNIA HIGHWAY PATROL Hanford Area Central Division | 3 — CAL-Card
COMMAND INSPECTION PROGRAM “inspected by: Date

Doug Puder, ID 10045 11/03/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter inspection number. Under “Forward to:" enter the next level of command where the 'document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide .
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION I& Corrective Action Plan Included
[] Division Level E Command Level [] Appeal Included
[ Executive Office Level _ [] Attachments Included -
_— Forward to: - Commander's Si ture: Date:
Follow-up Required: M AL Z=5Tol) - 7 032008
| " / —_—
@Yes CINo Due Date: /,L:{{'/Ui/ : U/(-LEJ“‘ )=

Chapter Inspection:

[nspector's Comments Regarding Innovative Practices:

None identified.

_]

| Command Suggestions for Statewide Improvement:

The forms provided for this evaluation, as well as the instructions for completing these for.ms, are not
adequate to ensure a uniform review of this subject has been conducted. As _curr.ently wrlttgn, the
instructions for completing this form allow for responses which are far too subjective to provide a

meaningful evaluation of all commands.

The instructions for each item to be reviewed should be sufficiently expanded so as to make them very
specific, comprehensive and easy for the Inspector to understand. The instructions should list exactly
which documents or processes need to be examined, they should list specifically what the Inspector
should be looking for, and they should provide solid examples of what is appropriate and what isn’t
appropriate. The instructions should be written in sufficient detail so as to make the inspection forms
“stand alone” documents. References to other publications (i.e., SAM manual, Government Code,
Department policy, etc., ) may be provided to answer obscure questions that may arise. Howe\./e(, an
Inspector should definitely not be required to reference these types of sources on a routine basis in

order to complete the inspection forms.

| Inspector’s Findings:

See Attachment (Page 4).
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cormraand. Division: Chapter ‘
COMMAND INSPECTION PROGRAM Hanford Area | Central Division | 3 — CAL-Card
Inspected by: Date:
EXCEPTIONS DOCUMENT Doug Puder, ID 10045 11/03/2008 ‘
Page 2 oL =
|

| Commander's Response: )

Concur with Inspector’s findings.

[ Inspector's Comments:

N/A

e'c';ui'red A-c'i,on :

Corrective Action Plan/Timeline

OSS | Cynthia Gonzales, 1D AD5589, received procurement training from the Department on September
16, 2008. Due to limited seating at the Central Division office, AT Il Richard Paredes, ID A10266, was
unable to attend this training. Ms. Gonzales will provide procurement training to Mr. Paredes prior to.
December 31, 2008. This training will help to ensure all of our CAL-Card purchases are being made in

accordance with state law and Department policy.

HPM 11.2, Section 6.d. indicates the Department's CAL-Card Program Activity Coordinator
maintains a database of certified suppliers whose necessary documentation is already on file. Policy
says this individual is supposed to forward periodic updates on this database to the Approving Official
(at Divisions) so they can disseminate this database to their cardholders. The Hanford Area will attempt
to obtain a copy of this database prior to December 31, 2008. We plan to rely heavily on this database

to help us ensure we are complying with all mandated purchase requirement.

Effective immediately, Ms. Gonzales will be responsible for preliminarily reviewing her own CAL-Card
purchases as well as those made by Mr. Paredes. Ms. Gonzales will ensure the purchases are
appropriately documented and explained on the CHP 317 before they are forwarded to the Area
Commander for final Area approval. The aforementioned review process will begin immediately and will
be utilized to process all CAL-Card requisitions submitted by the Hanford Area as of today's date

(11/03/2008).
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T Sivision: Chapter:
COMMAND INSPECTION PROGRAM Hanford Area Central Division | 3 — CAL-%FCI_
EXCEPTIONS DOCUMENT Inspected by: Date:

| Doug Puder, ID 10045 ' 11/03/2008

Page 3

Appeal Process: (Appeals shall be filed within five (5) busmess days of the completed chapter mspectlon)

Commanders Basis for Appeal B _

N/A

L/—\ppeal Review/Decision: (This shall be the only level of appeal).

’ Lead Inspector's Slgn uri Date:
11/03/2008

a2l LT

'\Respondmg Co mander's Signature (for appeal) Date:

CHP 680A (Rev 09-08} OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 4

Inspector’s Findings:

Hanford Area’s CAL-Card files and CHP 317 (CAL-Card Logs) for 2007 and 2008 were reviewed. The
following discrepancies were noted during the review:

» Failure to uniformly and properly code the CHP 317
1. The status of "Required paperwork” was not always indicated.

2. "Onfile” or “Attached” was not always indicated.
Emergency purchases were not always adequately explained on the CHP 317 (“Description of
Purchase” field).
“Fair and Reasonable" method of purchasing is not documented and properly justified.
Several vendors were used which were not Certified Small Businesses nor Certified Disabled
Veteran owned businesses and no explanation was provided for using these vendors.
One instance was identified in which it appears a purchase was split into two transactions to
circumvent transaction purchase limits. Two purchases of propane were made on January 10,
2007, from Coast Gas Company. One of these purchases was for $950.00 and the second
purchase was for $278.12. The Department previously had a contract with Coast Gas Company
but allowed the contract to expire. Hanford Area was instructed by Facilities Section to use Coast
Gas Company for propane purchases and pay for the purchase of propane with a CAL-Card. ltis
believed the amount of propane delivered exceeded the $1000.00 purchase limit. This was the

only instance of split purchases identified. o
One CAL-Card holder (Mr. Richard Paredes, |D A10266) has not received procurement training

from the Department.

CHP 680A (Rev 08-08) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . e ‘
COMMAND INSPECTION PROGRAM ,‘i;gg;“rg P P
INSPECTION CHECKLIST Evaltated by, —

Chapter 3, Command Procurements Lieutenant D. Paris 12/22/2008
Cal-Card Program Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level Command Level

[] Executive Office Level [[] Voluntary Self-Inspection
Follow-up Required: ] Follow-up Inspection Commanders.Signature: Date:
[]Yes [ INo ’ E L l22 /o

For applicable policy, refer to; HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of XYes | [ONo |[JN/A | Remarks:

Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for XK Yes | [ONo | [JN/A | Remarks:

each vendor utjlized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor X Yes | [JNo | [JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor K Yes | [ONo | [JN/A | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, ‘
is the certification letter from the Department of X Yes | [JNo | [JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly K Yes | [ONo | [JNA |Remarks:
justified?
7. Are purchases split into multiple transactions in order ‘
to circumvent transaction purchase limits? [JvYes | XINo | [JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the _
purchase? K Yes | [JNo | [JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 '
Cal Card Log and the receipts/invoices? X Yes | [JNo | [JN/A | Remarks:

CHP 680D (Rev. 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized _
and maintained? Yes | [ONo |[[JN/a | Remarks:
11. Are credit invoices/receipts for returned items '
maintained with the bank statement? X Yes | [JNo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices ,
document the purchase by listing the commodity, X Yes | [ONo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
Yes [:l No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the ‘
commander? X Yes | [ONo |[JN/A | Remarks:
15. Have all cardholders received training on the R _
Department's procurement processes? K Yes | [JNo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited s:
by departmental policy? [JvYes | XINo |[JN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL s T o
COMMAND INSPECTION PROGRAM o el '

M Central 455-08-002
INSPECTION CHECKLIST Ev.—ﬂi{jii L Date:
Chapter 3, Command Procurements Sgt. Edward Greene, #11281 12/24/2008
Cal-Card Program Assisled by: Date:

OSS-1 Carrie Smith, #A5258 12/24/2008

Page 1 0f 2

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command,

Furthermore, the Exceplions Document shall include any follow-up and/or corrective aclion(s)
Inspection, the "Follow-up Inspection” box shall be marked and only deficient

taken. If this form is used as a Follow-up
items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature: ]
[T Division Level Command Level
[C] Executive Office Level [ Voluntary Self-lnspection . =

Follow-up Required: [T Follow-up Inspection | Bommandyr’s Sighyu 7| bate:

[]Yes X No C:)JQ\ 12.:2%- 0%

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of BJYes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for Yes | [ONo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor B Yes | [INo | [ N/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor [(Dves | XINo |[JN/A | Remarks: As needed.
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of Yes | [ONo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly X Yes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [(Jyes | XINo | [JN/a | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the ‘
purchase? BJYes | [ONo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? D Yes | (ONo | [JN/a | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

20f2

10. Is the CHP 317 Cal Card Log properly authorized
and maintained?

Yes

[CJ No

I N/A

Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement?

X Yes

[ No

CINA

Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
guantity, and unit price of the item(s)} purchased on
the bank statement.

X Yes

[J No

LIN/A

Remarks:

13. Are Cal Cards maintained in a secure area?

X ves

[ No

L N/A

Remarks:

14. Are Cal Card purchases pre-approved by the
commander?

X Yes

[INo

O NA

Remarks:

15. Have all cardholders received training on the
Department's procurement processes?

X Yes

(] No

LI N/A

Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

[ Yes

X No

O NA

Remarks:

CHP 680D (Rev 03-08) CPI1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL G RETT NS
COMMAND INSPECTION PROGRAM | [ | 20|
INSPECTION CHECKLIST Evalualed by: Date:
Chapter 3, Command Procurements Sergeant Kevin Smith ID 11873 | 4/22/2009
Cal-Card Program Assisted by: Date:

Jill Briozo — OSS | 4/22/2009

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal stalues, or deficiencies noled in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/for deficiencies shall be documented on an Exceplions Document and addressed to the nex! level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) laken. If this form is used &s a Follow-up
Inspection, the "Foliow-up Inspection” box shall be marked and only deficient items need to be re-inspecled.

["TYPE OF INSPECTION
[[] Division Level

Command Level

[7] Executive Office Leve! [] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:
[]Yes No

(] Follow-up Inspection

Commander's Sign ure:
'W?;,Z -
Va7

Dale:

ik 3

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- .
Card program completing the CHP 78S, Conflict of Yes | [INo | JN/A | Remarks:
Interesl Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace cerifications ‘
maintained within the Cal Card command file for Yes | [JNo | JN/A | Remarks:
each vendor ulilized?
3. Are STD, 204 Payee Data Record forms maintained .
in the Cal Card command file for each vendor K Yes | [JNo |[JN/a | Remarks:
utilized?
4. Are California Integrated Waste Managemenl Board )
Form 74 documents maintained for each vendor Yes | [JNo |[JN/a | Remarks
utilized?
5. If the vendor is a small business or DVBE is utilized, '
is the certification letter from the Department of X Yes | [JNo |[JN/A | Remarks:
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly K Yes | [INo | [JNya | Remarks:
justified?
7. Are purchases splil into multiple transactions in order
to circumvent transaction purchase limits? [JYes | X No |[JN/a | Remarks
8. Does the CHP 317 Cal Card Log fully describe the . - T
purchase? B Yes | [JNo |[JN/A | Remarks
Serired
9. Are bank stalements reconciled with the CHP 317 .
Cal Card Log and the receipts/invoices? X Yes | [ONo |[OJNA | Rematks

CIHP 680D (Rev 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly aulhorized
and maintained? X Yes | [JNo | [JN/a | Remarks:
11. Are credit invoices/receipts for returned items ‘
maintained with the bank slatement? Yes | [JNo | [JN/A | Remarks:
12. Do non-itemized purchase receipls/invoices ’
document the purchase by listing the commadity, OvYes | BNo | [N | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? Yes | [JNo | [JN/A | Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? Yes | [INo | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibiled
D Yes <) No D N/A Remarks:

by departmental policy?

CHIP? 6800 (Rev 04-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Command: Division: Central Number: 464
COMMAND INSPECTION PROGRAM |~ wchilla
INSPECTION CHECKLIST River Insp
Chapter 3, Command Procurements e '
Facility
Cal-Card PrOgram Evaluated by: P. E. Speers, Sergeant 9724 Date: 12/30/08

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the *Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

" TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level Command Level
2 -
[[] Executive Office Level [J Voluntary Self-Inspection / 2
Follow-up Reired: LI Follow-up Inspection | Gemmanders Slgrairs: Y 93‘7 /
[]Yes X No é%““f/"{/ 12/ 32/0K

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- =
Card program completing the CHP 78S, Conflict of X Yes | [JNo |[JN/A | Remarks:

Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications -
maintained within the Cal Card command file for Xl Yes | [INo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor Yes | [JNo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board )
Form 74 documents maintained for each vendor K Yes | [JNo |[JNA | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, =
is the certification letter from the Department of XYes | [INo |[JNA | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and s:
reasonable method documented and properly X Yes | [INo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order -
to circumvent transaction purchase limits? [JYes | XNo |[JN/A | Remarks:

8. Doesthe CHP 317 Cal Card Log fully describe the _
purchase? Yes | [JNo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? X Yes | [ONo |[INA | Remane

CHP 680D (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page
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10. Is the CHP 317 Cal Card Log properly authorized
and maintained?

X Yes

] No

CIN/A

Remarks:

11. Are credit invoices/receipts for returned items
maintained with the bank statement?

X Yes

CJNo

CIN/A

Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

X Yes

O No

CIN/A

Remarks:

13. Are Cal Cards maintained in a secure area?

B Yes

[1No

L1N/A

Remarks:

14. Are Cal Card purchases pre-approved by the
commander?

™ Yes

[ No

CIN/A

Remarks:

15. Have all cardholders received training on the
Department's procurement processes?

X Yes

[JNo

O] N/A

Remarks:

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy?

[ Yes

L1 N/A

Remarks:

CHP 680D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
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Command: Division: Number:
Modesto (465) | Central (401)

Evaluated by: Date:

Captain L. Duncan, 13406 12,15.08
Assisied by: Date:

OSS1 H. Koelmans, A6008 12.15.08

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commenied on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed fo the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need 1o be re-inspected.

TYPE OF INSPECTION

Lead inspector's Signature:

[] Division Level Command Level

[] Executive Office Level [ Voluntary Self-Inspection L—-/@’—”“—\ 2. 1e. o€
Follow-up Required: [] Follow-up Inspection | Commander’s Signatute:D Date:
[ ]Yes X No L.._.L\ T — 12 1e, 6¢

For applicable policy, refer to. HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- )
Card program completing the CHP 78S, Conflict of Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications ,
maintained within the Cal Card command file for X Yes | [ONo |[JNiA | Remarks
each vendor utilized?
3. Are STD. 204 Payee Data Record forms maintained ‘
in the Cal Card command file for each vendor Yes | [(ONo |[JN/A | Remarks:
utilized?
4. Are California integrated Waste Management Board .
Form 74 documents maintained for each vendor ClYes | ®No | [N | Remarks:
utilized?
5. [f the vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of K vYes | ONo |[JNA | Remarks:
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and )
reasonable method documented and properly [OdYes | [JNo N/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order )
to circumvent transaction purchase limits? [JYes | ®No | [JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the Remarks: Office supplies are
em s
purchase? D Yes E] No D WA generalized due to limited space on
the CHP 317; however, an itemized
order sheel is maintained
9. Are bank statements reconciled with the CHP 317 .
Cal Card Log and the receipts/invoices? K Yes | [INo | [C]N/A | Remarks:
HP 680D (Rev 09-08) OPI 010
/s A P2
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized .
and maintained? X Yes | [JNo |[[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? Yes | [INo |[[JNA | Remarks:
12. Do non-itemized purchase receipts/invoices ‘
document the purchase by listing the commodity, Yes | [ONo |[INA | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the ,
commander? X Yes | [ONo |[JNA | Remarks:
16. Have all cardholders received training on the .
Department's procurement processes? Yes | [JNo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited "
by departmental policy? [JYes | XINo | [JNiA | Remarks:

HP 680D {Rev. 09-08) OP1010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST

Chapter 3, Command Procurements
Cal-Card Program

Page 10f2
Command: Division: Number:
Coalinga Area Central Division 495
Evaluated by: Date:
Robert Brunell, ID 14612 12/03/2008
Assisted by: Date:
Dave Knoff, ID 13682

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[7] Division Level <] Command Level

Executive Office Level [ voluntary Self-Inspection

Lead Inspector's Signature:

B 12l

Follow-up Required:

TD Follow-up Inspection
Yes [ 1No

Date:

r2/oz foy

Commander's Signature:

e

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 788, Confiict of
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for

each vendor utilized? '

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor

utilized?

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor

utilized?

5. |f the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

8. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

8. Does the CHP 317 Cal Card Log fully describe the
purchase?

9, Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

7 Remarks: Area Cal-Card users were
D Yes X] No D N/A unaware of the requirement to
complete this form.
Remarks: They are on file for the
D Yes x No D N/A majority of vendors, but not all
vendors.
Remarks: They are on file for the
D Yes & No D N/A majority of vendors, but not alf
vendors.
7 Remarks: The CIWMB Forms are
D Yes X No D N/A rarely attached when required.
7 : Remarks: The certification letters are
D Yes ) No D N/A maintained for approximately half of
the vendors.
IE Yes I:I No l—_-l N/A Remarks:
D Yes E No D N/A Remarks:
& Yes D No I-_—' N/A Remarks:
x Yes D No D N/A Remarks:

CHP 680D (Rev. 09-08) OP] 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

10. |s the CHP 317 Cal Card Log properly authorized

Remarks: The status of "Required

by departmental policy?

and maintained? [ Yes I No | LIN/A Paperwork” was not always indicated.
Associated check boxes are
frequently checked and/or omitted in
elTor.
11. Are credit invoices/receipts for returned items
maintained with the bank statement? ClYes | [INo N/A | Remarks: Noretums were found.
12. Do non-itemized purchase receipts/invoices . _
document the purchase by listing the commodity, OYes | [JNo. N/A :f:;]:;’;s Rurehass IBceipisigie
quantity, and unit price of the item(s) purchased on '
the bank statement.
13. Are Cal Cards maintained in a secure area?
x Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? Yes | [ONo | JN/A | Remarks:
15. Have all cardholders received training on the .
Department's procurement processes? Yes | [ONo | CIN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited :
D Yes ) No D N/A Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Coalinga Area Central Division | 3 — Cal Card
COMMAND INSPECTION PROGRAM Inspected by: e

B ,1D14612 12/03/2008
EXCEPTIONS DOCUMENT Raper: Bunet

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under *Forward to:" enter the next level of command where the document
shall be routed fo and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION Corrective Action Plan Included
[ Division Level [X] Command Level [ Appeal Included
[ Executive Office Level ' [] Attachments Included
Follow-up Required: Forward to: Commander's Signature: Date:
g ' Central Division
N/
piES LI No Due Date:

Inspector's Comments Regarding Innovative Practices:

None ldentified.

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:

+ Coalinga Area’s CAL-Card files and CHP 317 (CAL-Card Logs) for the past three years were
reviewed. The following discrepancies were noted during the review:

o Area employees associated with the CAL-Card Program have not completed the CHP 78S,
Conflict of Interest Statement, Employee form. Area users were unaware of the requirement to

complete this form.

STD. 21 Drug Free Workplace certifications were not maintained for all of the vendors utilized.
Some of the STD. 21’s need to be renewed.

STD. 204 Payee Data Record forms were not maintained for all of the vendors utilized. Some of
the forms need to be renewed and updated forms utilized.
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STATE OF CALIFORNIA )
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:
COMMAND INSPECTION PROGRAM Coalinga Area | Central 3 — CAL-Card
Inspected by: Date:
E;;gEZPTIONS DOCUMENT R. Brunell, Sergeant, ID 14612 | 12/03/08

| Investigator's Findings (continued):

Several STD. 204’s were incomplete, namely Drumright's. Some of the STD. 204 forms need to
be renewed, and the latest version of the form has not always been utilized.

The California Integrated Waste Management Board Form 74 documents were rarely attached to
the CAL-Card logs when required by policy and State law.

o Small business or DVBE certification letters from the Department of General Services were
maintained for approximately half of the vendors/transactions.

» Area has failed to uniformly and properly code the CHP 317.
1. The SB/MB/DVBE boxes were not always completed.
2. The status of "Required Paperwork” was not always indicated. The “On file" and

‘Attached” boxes were frequently completed erroneously.

| Commander’s Response:

Concur with Inspector’s findings.

| Inspector's Comments:

None.
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Command: Division: Chapter:
SE?}%?GE&TL LﬁEE’X'L?FORN[A HIGHWAY PATROL Coalinga Area Central Division | 3 — Cal Card
Inspected by: Date:
COMMAND INSPECTION PROGRAM Robert Brunell, ID14612 12/03/2008
EXCEPTIONS DOCUMENT
Page 1

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to." enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION Corrective Action Plan Included

[] Division Level [X] Command Level [] Appeal Included

[J Executive Office Level [] Attachments Included
Follow-up Required: ggm;rldljtic\]/:ision Commander's Signature: Date:
ves [INo Due Date:

Inspector's Comments Regarding Innovative Practices:

None |dentified.

| Command Suggestions for Statewide Improvement:

Instructions should accompany the inspection checklists to assist the inspector. Instructions
should clearly identify the methodology to be used by the inspector. An inspector should know
exactly what to look for; and clear examples should be provided. . Alternatively, the Department
could conduct training for all personnel before they are utilized as inspectors. Instructions and/or
training would greatly enhance the meaning and uniformity of the Department’s inspection _

process.

Field commands frequently experience changes in personnel. This has been particularly true of
Coalinga Area’s clerical staff over the past 18 months. Because a fairly complex working
knowledge is required to successfully complete the multitude of tasks involved in the procurement
process, the turnover of personnel, in general, significantly increases the difficulty of complying
with our vague policies when it comes to acquiring the goods and services necessary to run the
daily operations of a command. Policies must be developed to provide a clear and concise
understanding to employees so that we may act in accordance with state laws as well as assist
those within the command tasked with routine inspection and audit of procurement practices.

Any policy or procedural changes which would further centralize the procurement process or
reduce the turn-over of involved personnel should strongly be considered. _
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STATE OF CALIFORNIA
DEPARTMENT QOF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

[ Inspector's Findings:

Coalinga.Area’s CAL-Card files and CHP 317 (CAL-Card Logs) for the past three years were
‘reviewed. The following discrepancies were noted during the review:

Area employees associated with the CAL-Card Program have not completed the CHP 78S,
Conflict of Interest Statement, Employee form. Area users were unaware of the requirement to

complete this form.

STD. 21 Drug Free Workplace certifications were not maintained for all of the vendors utilized.
Some of the STD. 21’s need to be renewed.

STD. 204 Payee Data Record forms were not maintained for all of the vendors utilized. Some of
the forms need to be renewed and updated forms utilized.

| Investigator's Findings (continued):

e Several STD. 204’s were incomplete, hamely Drumright's. Some of the STD. 204 forms need to

be renewed, and the latest version of the form has not always been utilized.™”

The California Integrated Waste Management Board Form 74 documents were rarely attached to
the CAL-Card logs when required by policy and State law.

Small business or DVBE certification letters from the Department of General Services were
maintained for approximately half of the vendors/transactions.

e Area has failed to uniformly and properly code the CHP 317.
1. The SB/MB/DVBE boxes were not always completed.
2. The status of “Required Paperwork” was not always indicated. The "On file” and

‘Attached” boxes were frequently completed erroneously.

[ Commander's Response:

Concur with Inspector's findings.

| Inspector's Comments:

None.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T S Chapter
COMMAND INSPECTION PROGRAM Coalinga Area | Central 3 — CAL-Card
EXCEPTIONS DOCUMENT nspectsd by Date:

R. Brunell, Sergeant, ID 14612 | 12/03/08

Page 3

REdEiAic

Corrective Action Plan/Timeline

All Area employees associated with the CAL-Card program will compiete the CHP 78S no later than
12/05/2008.

Sergeant Larkin VanderMel, Auto Technician Il Terry Taylor, and Office Services Supervisor Jennifer
Courtney received procurement training from the Department on September 16, 2008.

We will contact the Department's CAL-Card Program Activity Coordinator and the Approving Official (at
Central Division) in an attempt to obtain access to the database of certified suppliers whose necessary
documentation (SB/MB/DBVE certification, STD. 204, STD. 21) is already on file. Alternatively, we will
utilize the Department of General Services internet site to determine the certification status of vendors.
Lastly, AT Il Terry Taylor, ID A04345, will ensure all required documentation is complete at the time

purchases are made. Collectively, these measures will help ensure all of our CAL-Card purchases are

being made in accordance with state law and Department policy.

Effective immediately (12/03/2008), Terry Taylor will be responsible for preliminarily reviewing all Area
CAL-Card purchases. Terry Taylor will ensure the purchases are appropriately documented and
explained on the CHP 317 before they are forwarded to the Area Commander for final Area approval.

A PEAl RIS Sl Appeals shallborisdwithin fiveus)ibusiness days ot theiconpletedichapter NS peCtion) i s

D!
Commander’s Basis for Appeal:

N/A.

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A.

Date:

Lead lnspecwrs Signature:
W_O ‘ 12 [o3/0g
Date:

Responding Commanders Signature (for appeal);
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